
TO T H t  CITY COUNCLL 

FROM. THE CITY MANAGER'S OFFICE 
I I 

PREF'ARED BY: Ci ty  M a g e r  

iGxDPmmm >.rnION:  hat the City Council approve the class 
s w i f i c a t i o n  for  Cmmnity Center Director, 
mc! adopt Resolution KO. 87-16 providing for a 

t o t a l  campcnsatim range for this c lass  of $2,650 to  $3,205 per month. 

BpQ<c;RoilND INFORMATZON: It has been brought to  my at tent ion that a 
p s i t i o n  i n  the  C i t y  m r k  force that merits 
review and action a t  this time is that of 

Comrnrnity Relations A s s i s t a m t .  This is a d i s t i nc t l y  unique position, 
non-existent on the staffs of vir t t ia l ly  every other public agency i n  the 
State. The significance of the e f fo r t s  of the Old Lkiion High School S i t e  
Foundatiog, to which the incmnkent provides staff s u p p r t ,  and the 
long-term benefits to the camunity of this volunteer campaign (Hutchins 
Street Square), take the position of O m m n i t y  Relations Assistat out of 
the ordinary. 

In reviewing this position and its place i n  the organization, we have 
detemuned that there exists no class specification for  Ckxmwru ' t Y  
Relations Assistant. 
specification for  this position. 
is attached (Exhibit A ) .  
c lass  t i t l e  is changed to C m i t y  
mre descriptive of the du t ies  of the position. 
review centered on canpensation. 
has been irpssible to gather canpermtion f r m  other public agencies. 
when the City-wide, cxxtpr&Gycirrt rl Fssification anti a x p n s a t i o n  study 
was perform% by the, r im  of Ralph Andaaen & Associates in 1983, 
attention w a s  dlrected to tlus position a t  the request of the City 
Manager. That analpis produced the following observations: 

Thc first order of business is to approve a class 
Accordingly, one tias been prepared wad 

The City Council Will note t ha t  the r- 
This t i t le is much 

The second phase of this 
Since the position is  a n  unusual one, it 

Center D i r e c t o r .  

. "ne position requires substantml knowledge of public relations 
and program manzgexmt, including fund-raising, txxmunicatian 
s k i l l s  and administrative skills. The inamhen t must have 
specific kxwleiige of the City and the cannuxu ' t y  center p q a m  
( f a c i l i t i e s ,  support groups and user groups) to perfarm its 
duties. " 

. "IK (the position) has extensive inform1 supurvisory dut ies  in 
the coordim.tion of volunteers related to the Camuiity Center 
pmject .  
coordinator for center programs and fund-raising events." 

The position is the prhary City contact and 

. "The position mrks with substantial independence and iMkes 
frequent progr,mmi.ng decisions related to  (kmnuxu * t y  Cener 
ac t iv i t i e s .  
frequentiy cal led u p n  tu effect ively rrtccanoend actions for 
the Fouldation and Center .  
i nc l epden t ly  with a variable munt of decision-making rquired 
i n  each project . " 

I;s staff t o  the Foundatian, the p s i t i o n  is 

Special projects  also afe perfcnntd 
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. "Working re la t ionships  are nuIT.xous and diverse .  " 

. "The logical  placerent of this posi t ion ir; with the Ci ty  Manaqer's 
of f i e .  'I 

This analys is  included a reccrrnnendation +hat the c m p n s a t i o n  be tied to 
e i t h e r  t h e  class of AdministJative Assistant or Recreation SupervisGr. 
The C i t y  o p t d  f o r  T a t i n ?  this c l a s s  with t h a t  of Rxrea t ion  
Supervisc)r. In  view of the scope of the  du t ies  and r e s p n s i b i l i t i e s  
assigned, it now seems mre appropriate to cquate *is posit ion f m  a 
c i q e n s a t i o n  standpht t o  t h a t  of Recreation Superintendent. This t d d  
e s t a b l i s h  a "Coritrol p i n t "  for the C*mnunity C e n t e r  D i r e c t G r  posi t ion of 
$2,915 p r  mnth .  It is a r a t e  t\st f i t s  c@rtfcztably i n t c  %he Ci ty ' s  
overall c a p n s a t i o n  plan. I w u l d  furthei r e c l m n d  tha t  t h i s  adjustm?nt 
tx achieved i n  t m  s teps  as follows: 

Control p i n t  of $2,725 e f f e c t i v e  tk pay period b q i n n i n g  

control  point of $2,915 e f fec t ive  the pay period beginning 
January 26, 1987 

Ju ly  27, 1987 

This w i l l  be established with the adoption of Resolution No. 87-16 
(Wlibit B) . 
There is l i t t le doubt that were the Ci ty  to face a r ec ru i tmn t  to f i l l  
this p s i t i o n ,  we would ke looking at an advertised "control  pint" i n  the 
neighborhood of $3,000 per m n t h .  
success of the Hutchins S t r e e t  Square project and should be canpensated at 
a rate at least equal tc that we wnuld need to se+. should such a 
recriitmmt becane necessary. This is not  to imply that the i n d t  is 
planning to  leave the City  of L a 3  now or in the near  future. Ra+*, I 
make the recammchtions herein based on wftat I believe is fair at this 
tilre. 

The inc-t is key to the continued. 

I w i l l  k pleased to  arswer any questions Councilmenbers may have. 

TAP : br 

attachment 

rnspectfdly sutmitted, 

" m s  A. Peterson 
City Manager 



RESOUPTION NO. 87-16 

FCSOL'JH), that the City Ccuncil of the City  of kdi does hereby 
approve the class specif ica t ions  mrked -bit "A" for t k  class of 
Camrmnity C e n t e r  D i r e c t o r .  

BE I T  FURTHER RESOLVED, that the Ci ty  Council of the Ci ty  of 
Mi does hereby es tab l i sh  the following salary range fo r  t h e  class of 
(Zamunity Center Director: 

$2,650 to $3,205 

BE IT FURTHER RESOLVED that the Ci ty  Council of t h e  C i t y  of I a l i  
does hereby declare the 'rmnamity Center D i r e c t o r  to  be a Managemp_nt 
ps i  t ion .  

Dated: January 21, 1987 

I hereby c e r t i f y  that Resolution No. 87-16 was pas-4 
and adopted by the City Council of t h e  Ci ty  of IaE. i n  a 
regular n-eeting held January 21, 1987 by the folloWing vote: 

Ayes: Council bkmbers - Olson, Pirrkerton, Kinchmn, 
Snider, and Reid @layor) 

kes: Council Members - None 

Absent: Council Members - None 

87-16 

C i t y  Clerk 



CITY OF Loo1 CITY OF I.QDI 

DEFINITION 

Assumes responsibi l i ty  for  a wide range of a c t i v i t i e s  associated w i t h  the 
creation and inrplementation of a ccanprehensive fund developwnt prcgrm to 
support the City ' s  (3rmm.i t y  Center. P lans  and schedules a c t i v i t i e s  in 
support of Ccamnrnity Center rehabi l i ta t ion e f for t s ;  r-ds and 
implanents po l ic ies  and proc=edures for C0mmn.1 * t y  Center developent and 
operation. 

DISTINQJISHING C H A R ? i ~ S T i C S  

This position works hdependmtly in the performance of coordinating fund 
raising ac t i v i t i e s .  

SWmsIm' REcEnm m EXEFCISED 
Rxeives general direct ion from thz Cit}? Ymager- 

Exercises d i r ec t  suprv is ion  of assigned clerical. personnel. 

EXAMPLES OF DLTIES - Duties m y  include, but are not limited to, the 
following: 

Develops, d i rec t s ,  organizes and nuintains a fund developmlt program to 
Llclude the ccordination of fund developrult procedures. 

Aczs as a l ia i son  bet- the City and the Old Mi Union Nigh School S i t e  
Fcandation to provide coordination for developnent of the  CcPrrmity Center, 

Establishes and maintains catrrarnications w i t h  nrembers of the City 's  
administrative s t a f f ,  City department heads, the Foundation Eoard of 
Directors, donors and other appropriate public agencies anri citizenry. 

Assists in the recruitment and directiori of volunteers needed to implarent 
6ssiqned fund raising programs. 

coordinates and produces major fund raising and c a m u ~ t y  awareness 

Supervises the organization and maintenance of a cmpehensive 
donor/prospect information system. 

q i g n s -  

creates and writes proposals, letters and other mterials needed for 
prospect so l ic i ta t ion .  

k- 
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WNPWS OF DUTIES (continued) 

Solicits major g i f t s .  

A c t s  as  liaison and cmrdinates act ivi t ies  of mi Senior C i t i z e n s  
Conanision. 

Attends conferences, meetiigs and participates in various organizations 
aid camittees pcrtainincj to fun6 raising and Comnunity Center operations. 

Coordinates ilnmunity Center programs and act ivi t ies .  

Spxdcs to comnur,ity gL-oups on 23e"lf of the Comrtunity C e n t e r  developnwt 
and operation. 

Maintains program rxords ;  evalmtes programs. 

Carnpiles materials and prepares and/or ass i s t s  i n  the preparation of 
r e p r t s ,  rrdnuals, publications and n m  releases. 

Researches, develops, reviews an2 prepares grant applkations includinq 
mnitoring existing programs for cmpliance w i t h  regulations. 

Represents the C i t y  in camnunity and professional meetings as  reqUired. 

Supervises and evaluates subordinate personnel. 

Works with personnel in the c i t y  Manager's office and other d e p z t s  on 
significant, specialized projects. 

Assists in budget developnvlt admini5tratia1. 

Performs related duties as required. 

Knowledge of: 
Principles and practices of program planning and hplementation. 

Basic administrative processes such as pn&adng, inventory control 
cmi scheduling. 

F'uxi raising techniques. 

Public contact practices and techniques. 
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(I';Tk' 
Camuritjy Center Director 

QUALIFICATIorJS (continued) 

Abil i ty  to: 
Establish and m i n e i n  e f f ec t i ve  WIAng relationships x i t h  a var ie ty  
of individuals. 

~ s s w e  responsibili ty for m j o r  special  assignments. 

Take responsibili ty for cmplete program administration. 

C a m n i c a t e  clearly, ora l ly  and in writing. 

Card ina te  m j o r  f u ~ d  raising campaigns. 

Exercise i n i t i a t i v e  an6 crea t iv i ty  khile working independently in 
cclmr?rrr?ity Cer. ter  project p l a m i ~ c ; .  

Plan and organize mrklcwd for e f f ic ien t  and effect ive use  of time. 

Supervise and coordinate t h e  hork of camrnrnity volunteers by 
assigning, overseeing and reviewing m r k .  

!XFTZUD\a AND EDUCATION 

Any m i i n a t i o r ,  of experience m,cl education that would l ike ly  prcduce the 
qualj.fying knowledge and ability. A typical ambination is: 

Experience : 
Four years of successful experience i n  sane phase of fund developnent 
prcgram m g m t ,  and dmmtrated a b i l i t y  to work successfully 
with volunteers and carmunity groups. 

Education: 
A Bachelor's Degree or its equivalent frun an accredited colleqe ox 
university with-major ccrurse-mrk in Qxnnxn ' t y  Service and pub& 
Affairs,  Comrauu 'cations, Managenwt, or a closely related fieid. 

Licenses and Certificates 
Possession of a valid Driver's License issued from the California 
Deparbn=nt of Motor V e h i c l e s .  
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